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Accountability Communication Effective Leadership Integrity Team Work

We Value

We are responsible 

for our actions, our 

behaviour and the 

satisfactory completion 

of allocated tasks

We communicate openly 

and respectfully, sharing 

timely and appropriate 

information with others

We lead by positive 

example, embodying 

all of Council's 

agreed Values

We are consistently

honest, transparent,

ethical and fair, 

regardless of the situation

We work collaboratively 

to achieve shared 

goals for Council and 

the community

I actively participate 

in the organisation

I consider how I say it, 

why I say it, 

when I say it and 

where I say it

I act with courage, 

challenge the status quo 

and seek out ways to 

improve our organisation

I do and say the right 

thing, even when no one 

is watching

I share my knowledge, 

skills and experience 

with others

I take full ownership of my 

role, including my mistakes, 

and learn from my actions

I listen actively and ask 

questions to gain a 

shared understanding

I support and encourage 

others to learn, develop 

and grow

I take personal 

responsibility for my own 

actions and behaviour

I support others to 

achieve goals and 

celebrate success

I inspire excellence 

by performing my 

role with pride

I show empathy and 

consider things from 

others' point of view

I am approachable and 

treat others consistently 

and respectfully

I uphold strong moral 

principles and do what I 

say I am going to do

I consciously choose 

to work positively 

with others

I acknowledge my actions 

and behaviour can impact 

and influence outcomes

I provide and receive timely, 

constructive feedback

I inspire and expect 

everyone to always do 

their best

I am professional, 

treating others just as 

I expect to be treated

I commit to 

working together 

to find solutions

My Behaviours

ACE IT


TITLE:
Chef Manager
CLASSIFICATION:
Catering Officer
CREATED:
November 2020
LAST REVIEWED:
November 2020
REPORTS TO:
Director of Nursing
DIRECT REPORTS:
Cooks, Kitchen Hands and Cleaning Staff
This is not a static document, management reserves the right to review and amend this job description in consultation with the position holder from time to time as the need arises.
Statements in this position description are intended to reflect, in general, the duties and responsibilities of the position and are not to be interpreted as being all-inclusive.
JOB SUMMARY

· Effective and efficient management of the hotel services within the Lilliane Brady Village in accordance with the organisation’s mission and philosophy to achieve determined strategic objectives.

· Overseeing the delivery of high quality, best practice catering services to residents (and hospital patients), ensuring compliance with all regulatory standards as well as the welfare and safety of residents, visitors and staff.

· Provide effective leadership, mentoring and support to direct reports to foster an empowered, positive culture, meeting the expectations of the facility’s corporate values and good governance.

· The role is critical in overseeing the daily operations, strategic direction and staff performance of the hotel services within the facility and may require undertaking duties outside of normal business hours in order to meet operational requirements.
JOB RESPONSIBILITIES

· Responsible to:  
Director of Nursing
· Direct Reports:
Cooks, Kitchen Hands, Cleaners
· As a member of the Finance and Community Services Department the person may be directed to carry out any such duties that are within the limits of the employee’s skill, competence and training, to assist the Council in meeting its overall objectives.

· Management reserves the right to transfer staff internally to undertake duties as work programmes dictate required staff levels.  Wages/Salaries payable following such a transfer shall be in accordance with the applicable Award and shall be at least equal to the entry level of the positions or higher dependent on the employee’s individual skill level.  

SPECIFIC ACCOUNTABILITIES

1. hotel management
1.1 Manage all kitchen and catering functions of the aged care facility in accordance with the applicable regulations and legislation working collaboratively with staff, residents, relevant community groups and other stakeholders to deliver an effective customer focused service.
1.2 Apply high level conceptual, analytical and problem-solving skills to solve complex departmental issues, present logical arguments and draw accurate conclusions, with the ability to anticipate and minimise risks.

1.3 Regularly review and update policies & procedures in line with industry practice, professional standards and legislation relevant to aged care.
1.4 Ensure adherence to dietary requirements, maintaining legislated food hygiene and general safety practices.
1.5 Review and continually monitor the stock ordering system to generate cost and time efficiencies.

1.6 Review and update all kitchen policies, duty guides and safe operating procedures to ensure compliance ad improve operational efficiency.

1.7 Monitor, review and enhance the catering preparation, plating and service, internal and external stakeholder communication, scheduled cleaning, stock rotation and hospital service.

1.8 Continually review the menu structure and suitability to ensure the highest quality food and service (for both LBV & Cobar District Hospital) in accordance with the dietary requirements of residents/patients 

1.9 Timely attention to and reporting of matters requiring corrective action.

1.10 Effectively and efficiently manage the human, material and financial resources of the kitchen services of the Lilliane Brady Village.

1.11 Actively liaise with and work collaboratively with other departments across the organisation in a positive team atmosphere when required.
1.12 Participate in the recruitment, selection and appointment of suitable employees, attraction and retention strategies and performance management of staff.

1.13 Ensure completion of daily reporting and monthly auditing processes, also ensuring that accurate records are kept and accountable documents are completed and delivered to appropriate internal and external departments within agreed time constraints.
1.14 Ensure all records are filed appropriately in Council’s Records Management System. 
1.15 Backfill when required for emergency cook or kitchen hand coverage.

1.16 Ensure compliance with Food Safety Program and Kitchen Procedures.

1.17 Any duties reasonably requested by Council within the skillset of the job holder.

2. LEADERSHIP AND RELATIONSHIPS
2.1 Ensure a culture of continuous improvement is created by fostering a learning environment, regular audits of all systems and processes to support external accreditation processes.

2.2 Lead in a professional and ethical manner by inspiring, empowering, motivating, managing and developing people to achieve results.

2.3 Lead by example, embrace change and champion the facilities vision, values and philosophy. 
2.4 Provide effective, considered and timely decision making, incorporating a consultative approach when appropriate.
2.5 Lead performance excellence by setting clear direction, performance standards and expectations for individuals and teams, ensuring staff have a clear understanding of their duties and responsibilities, managing any deficiencies in a timely manner. 
2.6 Lead, manage, coach and support staff to achieve their goals and the objectives of the facility, ensuring you also celebrate successes.
2.7 Build and maintain effective, positive, collaborative, customer focused relationships with internal and external stakeholders. 
2.8 Foster a culture that values its people and encourages and supports customer focus, integrity and one team.
2.9 Collaborate with the Director of Nursing to identify and develop appropriate training programs and packages to maintain professional competencies and practices amongst staff, monitoring and evaluating those training outcomes.
2.10 Provide and request regular feedback to enable performance to be improved, complete annual assessments and ensure individuals obtain the development and support they need to perform to the best of their ability. 
2.11 Actively work to promote the organisation and colleagues in a positive manner at all times, both internally and externally. 
2.12 Exhibit Council’s corporate values in all that you do and say, demonstrating behaviour above the line, setting a positive example to inspire staff around you to do the same.

3. Financial and Other Reporting
3.1 Assist the Director of Nursing to prepare and finalise the annual budget for each financial year

3.2 Efficiently manage the hotel services budgets within the budgetary framework and management plan established by the Council to meet the operational and strategic financial targets of the organisation.

3.3 Review expenditures monthly for all programs and more frequently for critical projects and make necessary adjustments in consultation with other relevant staff.

4. WHS RESPONSIBILITIES

4.1 Ensure all appropriate actions are taken to implement Council’s work health and safety policy, and procedures to satisfy legislative requirements by promoting the policies and procedures in the workplace.
4.2 Continually update and maintain knowledge of all emergency procedures and participate in disaster planning exercises as required at the site.
4.3 Ensure regular monitoring of work health and safety performance in area of responsibility by conducting workplace inspections, developing a hazard register, conducting audits where appropriate, holding regular team meetings and using hazard reporting processes.

4.4 Commitment to work health and safety by participating in formal and informal discussions, workplace visits, hazard investigations, etc

4.5 Undertake accident/incident investigations as required.
4.6 Liaise with work health and safety representatives in relation to work health and safety issues.

4.7 Improve health and safety performance by initiating action based on audit, inspection results and feedback from staff.

4.8 Undertake regular inspections to assist in the identification of hazards by developing a schedule of inspections and implementing them.

4.9 Attend health and safety meetings, as required.

4.10 Provide new employees with health and safety induction training and specific job training, where required.

4.11 Facilitate the rehabilitation of injured workers.

4.12 Provide staff with a clear definition, in writing and by explanation, of all work procedures.

4.13 Contribute to the development of health and safety procedures, where required.

SKILL DESCRIPTORS

 Authority and Accountability

· Accountable for the effective management of major sections or functions. 

· The position’s influence has an important role in the overall performance of the facility.

· Decisions will either be guided by legislation, regulations, practices, procedures and precedent or will be made in consultation with the Director. 
· Decisions made by the job holder affect the work and activities of others within the organisation and the community.

· This job is responsible for controlling expenditure. 

Judgement and Problem Solving

· The jobholder will determine the framework for problem-solving or set strategic plans with minimal review by senior management.  

· Responsible for oversight of problem solving and assessment of the quality of judgements made by less qualified staff.

· Problems are solved by applying standards/established practices and procedures, operating instructions or industry experience. 
· The job holder is required to recommend and make improvements to existing methods and techniques.

Specialist Knowledge and Skills

· Jobholder will require knowledge and skills for the direction and control of key functions of Council.

· The position will require comprehensive knowledge and skills involving elements of creativity and innovation in addressing and resolving major issues.
· Understanding of the importance of good record keeping and the ability to effectively use Council’s document management system.

· Ability to work in a fast-paced, challenging and time-sensitive environment, with previous experience in total kitchen operations

Management Skill

· Jobholder will direct other staff in the planning, implementation and review of major programs, as well as participating as a key member of a functional team.

· The job holder is expected to co-operate with co-workers in creating smooth workflow, including assisting with each other’s work when necessary.

Interpersonal Skill

· Effective skills to motivate, inspire, manage and lead staff are required.

· Ability to effectively liaise with the public and external groups and organisations.
· Ability to negotiate on important matters with a high degree of independence.

· Ability to operate with a high degree of flexibility in an environment that presents demanding workloads, resource and time constraints.

· Ability to manage own time, set priorities and plan and organise one’s own work to achieve specific and asset objectives in the most efficient way possible within the resources available and within a set timetable.
Qualifications and Experience

· Preferred qualification is a Certificate III (or similar) in Commercial Cookery, Food Safety Certification and significant (minimum three years) experience in total kitchen operations in an aged care (or similar) environment.
· Class C Driver’s License.
SELECTION CRITERIA

Essential Criteria

· Tertiary qualifications at AQF Level 3 (or similar) in Commercial Cookery combined with significant (minimum three years) experience in total kitchen operations in an aged care (or similar) environment.
· Comprehensive knowledge of quality assurance, risk management and food safety.

· Demonstrated experience in the design and implementation of nutritionally adequate and appropriate menus, ensuring compliance with aged care legislation and accreditation standards.
· Demonstrated commitment to strong leadership with the ability to develop positive and productive relationships with internal and external stakeholders, managing and motivating staff to work effectively both as individuals and as part of the team
· Proven high level organisational and time management skills to manage competing priorities, monitor and report progress, complete set outcomes and meet deadlines
· Sound computer skills across the Microsoft suite and relevant industry software

· Outstanding verbal and written communication skills, including the ability to communicate, negotiate and resolve conflict with a wide range of stakeholders

· Knowledge of and commitment to workplace health and safety principles
· Valid Class C driver’s license

Desirable Criteria

· Previous experience in budgeting and cost management
CORPORATE VALUES
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CONDITIONS OF EMPLOYMENT

SALARY

The position has been evaluated in accordance with the Local Government, Aged, Disability and Home Care (State) Award for the Catering Manager of a 25-50 bed aged care facility.
SMOKE FREE WORK ENVIRONMENT
Council operates a smoke free environment in all Council offices, vehicles, etc.
Hours

In accordance with the Local Government, Aged, Disability and Home Care (State) Award, full time Lilliane Brady Village staff work a 38-hour week, over a 19 day month, with rosters published two weeks’ in advance.
PR- EMPLOYMENT SCREENING
Prior to commencement with Council it may be necessary to undergo the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

PERFORMANCE AND DEVELOPMENT REVIEW
A performance and Development Review will be undertaken on a yearly basis utilising performance indicators outlined above and will include formulation of a career path and training plan.

VERIFICATION

This section verifies that the position holder has read the above position description and accepts the role and associated responsibilities contained within this document.  The position holder agrees to work cooperatively under Council’s policies and procedures including work health and safety, equal employment opportunity and code of conduct.
Position Holder:
Name

_______________________




Signature
_______________________
 
Date       /       / 
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JD – Chef Manager
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